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Frequently Asked Questions 
Insurance Coordinator Point of View 

 
ID Cards 
 
After our last email we received some excellent questions and some well articulated concerns 
from you.  Your valuable input has caused us to revisit the way in which we are distributing 
passwords.  Therefore, since we are finalizing our new plans, we aren’t going to address each of 
your questions regarding the ID Cards in this edition of the FAQs.  We will be sending 
information mid-week next week regarding our new plans.  We thank you all for your input and 
your thoughts regarding the ID Cards.  
 
Paper Applications 
 

1. What about our employees who simply don’t have access to a computer or work station.  
Will somebody have to enroll them? 

DEI is encouraging each agency/BOE/company to make every opportunity 
available for your employees to get on a computer and enroll themselves.  The 
concept is to allow the employee to enroll him/herself. 
• In some cases, school boards are putting PCs at the bus garage and also 

having groups of employees come into the schools for enrollment sessions. 
• Employees should also be encouraged to obtain internet access at the Public 

Library or at a friend’s house. 
However, if you are just not able to meet the needs of the employee, no matter 
how creative you are in bringing the internet to them, the employee can fill out a 
paper application.  You will then need to enter that person’s elections on-line. 

 
2. We have 7,000 employees and only one coordinator.  Will there be an ability for 

additional staff members to help with keying the paper applications into the Web 
Enrollment system?  

In the past, only one coordinator contact name per company was allowed.  
Beginning with this Open Enrollment, multiple coordinators can be listed for each 
company, and these “associate” coordinators will have security access to also 
enter applications into the web enrollment system. Notify DEI of additional 
“associate” coordinator names by September 30. 

 
3. Is it possible to split the load of employees between the coordinators by employee Last 

Name or some other method of sorting?  
Unfortunately, no.  If a coordinator is under your company number, they will have 
access to all employees in your company.  Splitting employees between available 
coordinators will need to be done through your internal processes.  

 
4. Now that we don’t actually get the applications for people who have enrolled on-line, 

how will I be able to keep track of who has enrolled and who hasn’t enrolled? 
The web enrollment system has an Administrator reporting system which will 
show you a wealth of information: 
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• The number of people in your company who have enrolled, who have not 
enrolled, and who have partially enrolled. 

• By clicking on the numbers (noted above), you will have access to a list of the 
employees in each category. 

• By clicking on an individual employee’s name, you will see the election he or 
she has made. 

You’ll also receive the same automated email that you do today when an 
individual enrolls. 

 
General 
 

5. Will this require that everyone responds by enrolling on the Web?  If no response is 
received on-line, will it be assumed the employee is not changing anything?  

Plan Year 2006 will not be a total re-enrollment. This means that unless your 
employees wish to make changes to their current coverage, they will not have to 
enroll via the web or complete an application. However, if they wish to enroll in a 
Flexible Spending Account, they must enroll during the Open Enrollment period.  

 
6. After the additional 2 weeks given to ICs is over, will all changes be sent to the MUNIS 

payroll system on one big import file (MUNIS Issue)? 
Yes.  The Open Enrollment file will be sent to KDE to be split into separate files 
for each board of education.  They will then be distributed to each board of 
education from within the MUNIS system.  This same process occurs each year 
after Open Enrollment.  The date that this file will be sent has not been set at this 
time, but it is generally sent during the second week of November.  

 
7. If our employees wish to enroll in an FSA and we do not participate with the 

Commonwealth Choice FSA program, will they be able to enroll in our FSAs on the 
Web?   How will this be handled?  

Only companies participating in the Commonwealth Choice FSA program will be 
able to enroll their employees in an FSA using the Web Enrollment system.  If 
your employees try to enroll in an FSA and you participate in another FSA plan, a 
message will be given to them asking them to contact their insurance coordinator 
for the appropriate FSA forms. 

  
8. Will handbooks still be printed and distributed for OE or will all info be on-line? 

Yes, handbooks will be printed and distributed. In addition, they will be available 
on-line.  
 

9. When OE is over, will I still be able to go on-line and enroll new employees or do I 
have to use paper apps?  

You will need to use paper forms for New Employees, QE’s and all other actions 
that need to be taken with an employee’s insurance.  Handling for each of these 
actions is not included in this phase of the web enrollment system.  Therefore, 
there are no changes from the procedures that we have used in the past. 
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10. When will Open Enrollment occur this year?  
October 17th through October 28th.   

 


